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Adobe Acrobat X Pro: Basics

2.0 Hours

The full version of Adobe Acrobat can create files in PDF from programs such as Word and from scanned
documents. Topics include inserting, deleting and optimizing pages; setting initial views; adding hyperlinks;
and setting security options. Computer basics or equivalent experience required.
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Adobe Acrobat X Professional is a product designed to change many kinds ADOBE" READER®
of files into PDF documents. PDF stands for portable document file. PDF
documents are very portable in that they are smaller files than files
created in typical word processing programs. For example, a Word file of 235 MB turns into a 495KB PDF
file. This makes PDFs very good to use online or for email. Security can also be added to PDF documents.
PDF files can be opened and read with a free downloadable reader in any computer platform: PC, MAC,
Linux/Unix.

tti tart
Getting Started Get ]

The free reader is available to anyone from: http://www.adobe.com/products/acrobat/readstep2.html
Remember the Reader does not create PDFs; it only opens them so they can be read by anyone. A
limited time (30 days) trial version of the full program of Acrobat X can be downloaded for free from:
http://www.adobe.com/products/acrobatpro/tryout.html

Faculty, staff and students are eligible to purchase the Education Edition at a reduced price with valid
academic identification. PDF files can be opened and read with a free downloadable reader in many
smart phone platforms: iOS, Android, Windows Phone. Search Acrobat the phone’s Application Store.

PDF Documents

PDF documents are usually created first in other applications such as Word, Excel, Outlook, and
PowerPoint and can also be created from web pages or image files. Acrobat Professional is not
considered an authoring application, but works in connection with many types of applications. In other
words, you would create your document in Word, Publisher or InDesign and then turn it into a PDF
document to use. The PDFs would be created from the originating application. PDFs can also be created
from hard copy documents that can be scanned into Acrobat Professional and then used as any digital
file. In Acrobat Professional 8 and newer, documents can be created from a blank page within Acrobat
Professional. This is normally used only for small sparingly formatted documents.

Creating PDF Documents from Originating Applications
There are several ways to create PDF documents. The

most common way is to print to PDF in the originating Actobat(Basics docx - Microsoft Word =3
application. For example, in Word, once Acrobat —
Professional X is installed, there should be an Adobe PDF Information about AcrobatXBa...
option in you available printers list. oor = ..

@ Permissions

With the document open in the originating application, ol Anyone canopen copysed —
click on the File tab and choose Adobe PDF as your printer. - Rramane
This will ask where you want to save the PDF and what you

would like to name it. It can be named exactly the same as @ | o sesume

the original document as it is a different type of file and R

will have a different extension. For example if your original i rettes Dates
file is called officeprocedures.docx then the pdf could be . Versions
officeprocedures.pdf. Sl 9 meewe e

Manage
Versions * S
It is a good the PDF in the same location as the original in Aunor
case you need to go back and make major changes. As you

will see later, changes can be made to a PDF document, elted Documens
but if you have major changes it is sometimes easier to go
back to the original, make the changes and recreate the

PDF.
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(W] Save Adobe PDF File As L) (et
Savein: . Forms - @ 7@
D= MName Date medified Type
-
= | exercise files 12/1/20118:55 AM  File folder
RecentFlaces | formDate 12/1/20118:55 AM  File folder
! 'E] CompletedCustinput.pdf 12/1/2011 8:56 AM Adobe Ac
'E] CompletedCustinput_dataset_0001.pdf 12/1/2011 8:56 AM Adobe Ac
Desktop 1 hu0ice.pdf 12/1/20118:56 AM  Adobe Ac
= 'E] Invoice? pdf 12/1/2011 8:56 AM Adobe Ac
d:T;;J 'E] Invoicet.pdf 12/1/2011 8:56 AM Adobe Ac
Libraries
P |
A
Computer
h 1| ] [ 3
MNetwork
File name: 4crobat XBasics pd - Save
Save as hype: [F‘DFfiIes "’] [ Cancel ]
View result Options...

When using the print to PDF option, Acrobat uses the settings currently in effect. If you want more
control over the settings choose Adobe PDF Conversion Settings in Printer Properties. This gives options
for making bigger or smaller files. Higher quality produces larger files; however, smaller files may be
good enough for web or email applications. PDF/A settings are used for archival situations for long term
preservation of digital documents. Other settings may be required when using professional printing
services. Under normal circumstances, the Standard conversion settings work fine.

There are other ways to create a PDF from within an originating document. However, they may not
always be available.
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- = 5
Standard - Adobe PDF Settings 5
m Standard i J o
B General
—
ﬂ Mmedss Description
B Forts
= Use these settings to create Adobe PDF documents suitable for reliable viewing and
M Color
i Ad od printing of business documents. Created POF documents can be opened with
o "E'd”“rd Acrobat and Adobe Reader 6.0 and later.
andards
File Qptions
Compatibiity: | Acrobat 6.0 (PDF 1.5) -
Object Level Compression: [Maximum v]
Auto-Rotate Pages: [Colledively by File ']
Binding: [Leﬂ v]
Resoltion: 500  dots perinch
@ All Pages
() Pages From: To:
["] Embed thumbnails
Optimize for fast web view
Default Page Size
Width: 85 Units: | Inches -
[7] Show All Settings Height: 11.0
= Acrobat PDFMaker S
Cancel | | Hep |
Settings |Sec:.|rrty I Waord I Bookmarks | — |
POFMaker Settings
Conversion Settings: ’Standard -

&y

Al

Adobe

Use these settings to create Adobe PDF documents suitable for reliable viewing -
and printing of business documents. Created PDF documents can be opened with =

View Adobe PDF result

Prompt for Adobe PDF file name
Convert Document Information Advanced Settings ..
[] Create PDF/A-1a:2005 compliant file

Application Settings

[7] Attach source file

Create Bookmarks

Add Links

Enable Accessibility and Reflow with tagged Adobe PDF

= 1587-2010 Adobe Systems Incomporated and its licensors. All ights reserved.
Adobe, the Adobe logo, Acrobat, the Adobe PDF logo, PostScript, and Reader are
either registered trademarks or trademarks of Adobe Systems Incorporated in the
United States and/or other countries.

(oxJ (om0

Page 7



The Adobe Acrobat X Professional Interface

Menu Bar
ﬁ Acrobat-Forms_Addendum.pdf - Adobe Acrobat Pro F9 to ShOW/hide
File Edit View Window Help

@Crﬁte'|@D%@|@@@®@@)] @
:Z,- _)_f5|@ | |E9 }K ‘Tools Comment Share'

Editing form fields Y =
You can move, resize, cut, and paste multiple fo
or across PDF documents. For more informati
form fields, see “Setting form field options” on
page 158.

To edit a form field: Pane
Menus

»

e page, across pages,
opying individual
ating form fields"on

Toolbars
F8 to show/hide

m

1 Use the form tool Bt to select the form field you want to edit.
2 To move a form field, do one of the following:

+ Approximately position the form field by moving the pointer inside the selected form
field, and drag the field to the new location.To constrain movement to a horizontal or
vertical direction, begin dragging, and then hold down Shift while continuing to drag
the selection.

Precisely position the form field by using the arrow keys to nudge the selected form
fields into position.

Exactly relocate the form field to the center of the current view by choosing Edit > Cut,
navigate to the desired location, and then choose Edit > Paste.The form field is pasted
in the center of the current view.

Navigation 3 To resize a form field, position the pointer over an anchor point of the selected form

Bar field. When the pointer changes to the double-headed arrow, hold the mouse button
down, and drag to resize the form field.To resize multiple form fields, do one of the
following:

+ Hold down Shift,and press an arrow key to resize the form fields in small increments.To
reduce or enlarge the form field widths, use the Left Arrow or Right Arrow key, respec-
tively; to reduce or enlarge the heights, use the Up Arrow or Down Arrow key, respec-
tively.

+ ChooseTools > Forms > Fields > Size > Height to make all form fields in the selection
the same height as the first form field.

+ ChooseTools > Forms > Fields > Size > Width to make all form fields in the selection the
same width as the first form field.

S/

Toolbars

Quick Toolbar

The Toolbar helps you work in Acrobat by giving you task related groups of icons. The toolbars can be
rearranged to suit your preferences. The toolbars have “grabbers” which are the gray stripe at the left
side of the toolbar. If you hover over the grabber area you can click and drag the toolbar out to be a
floating toolbar instead of a docked toolbar. They can then be rearranged or closed.

E‘E(:reatev ‘@D%@|@@@@@@)

Task bar

This toolbar allows you to start different tasks

Tools Comment Share

Page Select & Zoom Page Display Tools, Comments,
Navigation Toolbar Toolbar & Share Pane
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If you don’t see a toolbar that you need, you can go to the View Menu option, choose Toolbars and a
list of the available toolbars will open. Alternately you can right-click in an empty space in the toolbar
area and get the same list of toolbars. The ones that are checked are visible and if you see the one you
want and it is not checked, click on it and it should open up for you. For example the Advanced Editing
toolbar is not open by default when you open the Acrobat program. If you need to edit text do other
alterations to your document you can turn on the Advanced Editing toolbar to have access to those
items.

New Toolbars may show up as floating toolbars. They can be docked by clicking and dragging on the title
bar and moving them up to the toolbar area. You will see a gray line where the toolbar will dock (snap
into place in the toolbar area). If you don’t see a gray line when you hover the toolbar over the toolbar
area the toolbars may be locked. If you go to the View Menu option and choose Toolbars or right-click
in the toolbar area, one option available for the toolbars is to Lock Toolbars. Since you have the option
of dragging your toolbars around and rearranging them to suit your style, once you get them set the way
you want you may want to lock the toolbars so they can no longer be moved or undocked. This is a way
to work more efficiently by arranging the toolbars to match the way you use the program. If you have
moved the toolbars around and you decide you no longer like the way they are arranged then you can
go back to the toolbar menu, Unlock the toolbars and then Reset the toolbars. They will then go back to
the default toolbar layout. Another option on the Toolbar menu is whether you want to show Button
labels for the icons or not. Some labels are shown by default, and then you have the choice to show all
labels or show no labels. You may want to show the labels until you get familiar with the workings of
Acrobat and then after a while you may want to free up more toolbar space and not show any of the
labels.

File Toolbar Select and Zoom Toolbar

REeEw ||[NO| ©® -
1 2 3 4 5 1 2 3 4 5

1. Open existing PDF file 1. Select text and/or images for copy and pasting

2. Save document with changes 2. Hand tool — move around the document

3. Print document 3. Decrease Magnification

4. Attach current document and email 4. Increase Maghnification

5. Adobe EcoSign.com 5. Type in or use drop down for a zoom level

Page Display Toolbar Page Navigation Toolbar

| $) | 1]|r5

You have options on how to view your pages. The | To navigate through your document:
first icon by default shows the page full width and |- Use the left facing arrow to go to previous page
you can scroll through the pages.

- Use the right facing arrow to go to next page

The second icon shows the whole page, one page |- Type in the page number to go directly to a
at a time. Other options available on right-click are specific page
to show two pages at a time or show full screen.
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Navigation Pane
On the left side of the interface there is a dark gray area with several icons. This is called the Navigation

Pane.

The top icon shows a thumbnail preview or a small graphical representation of all the pages in
your document. Clicking on the icon will open the thumbnail images. Click on the icon again to
close the thumbnail pane. As you increase and decrease the size of the frame, you will be able
to see more or less of the pages in your document.

The second icon allows you to see and follow bookmarks.

The third icon shows you if there are any Attachments with your PDF document or if there are
Comments in your document.

The fourth icon shows you if there are any digital signatures in your document.

Creating PDF Documents from within Acrobat

One of the main reasons we use computers is to save time or work more efficiently. So when we need to
create PDF documents, we want to do it in the most time efficient way. Many times we will be creating
the original document and will choose to create the PDF from that application. Other times we may not
have the document open at all and in that case we can open Acrobat and create a PDF directly from the
Acrobat application. To do this, start by going to the Taskbar. Choose Create.

Several options are presented. PDF documents can be created from files anywhere on your computer.

Choosing From File will bring up the open dialog box so you can navigate to the file you need. You can
ctrl + click to open several files and a PDF document will be created for each one. You do need to have
the originating application on your computer. In other words, you would not be able to create a PDF
from a Word file unless you had the Word program already installed.

Choosing Merge Files into a Single PDF works a little differently. You can create one PDF from files you
can choose. They can be different file types, but Acrobat will in one step create the PDF from the
different files and make them all into one file. From Scanner allows you to scan hard copies directly into
Acrobat. If you are going to want to edit the document make sure the Make Searchable (Run OCR) is
checked. From Clipboard will create a PDF from any image or other content you had placed on the
clipboard by copy or by print screen.

'E] Acrobat-Forms_Addendum.pdf - Adobe Acrobat Pro
| File Edit View Window Help

Floee | | D [ @ &2 =&

(& PDF from File... Ctri+N ]
&8, PDF from Scanner r
t#; Create PDF from Web Page Shift+Ctrl+ 0

(& PDF from Clipboard

% Combine Files into a Single PDF... [

e

'E{f; POF Farm ar Online Farm...

T54 PDF Portfolio...
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After the PDF is created you may be all done with the document and will either put it on a website or
email it. But there are several things you may need or want to do before you are really finished with the
document.

Security
One of the benefits to using Acrobat PDF files is the ability to add security to the document.

Document Security allows you to:
* Require a password to open the document
* Require a password to change the security of the document
* Prevent or allow your document from being printed
* Prevent or allow your document from being changed or modified
¢ Prevent or allow others from copying text or graphics

* Prevent or allow others from adding/changing comments or filling out form fields

To add Security to your document from the Tools pane choose the Protection dropdown .

Security can be added using a password. Click on the Encrypt drop down and choose Encrypt with
Password.

Document Properties [y — | |
Description | Security | Fonts | Initial View | Custom |Advanced

Document Security

The document's Security Method restricts what can be done to the decument. To remove security
restrictions, set the Security Method to No Security,

Security Method: | Mo Security - Change Settings...

Can be Opened by:  All versions of Acrobat Show Details...

Document Restrictions Summary
Printing:  Allowed
Changing the Document:  Allowed
Document Assembly:  Allowed
Content Copying:  Allowed
Content Copying for Accessibility:  Allowed
Page Extraction: Allowed
Commenting: Allowed
Filling of form fields:  Allowed
Signing:  Allowed W

Creation of Template Pages  Allowed

QK l [ Cancel

b z = = = —————
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Password Security - Settings @

e —— - - - -

Compatibility: |EREGLEREELLIE S -

Encryption Level: 128-bit AES

Select Document Components to Encrypt

@ Encrypt all document contents
() Encrypt all document contents except metadata (Acrobat 6 and |ater compatible)
(") Encrypt only file attachments (Acrobat 7 and |ater compatible)

ﬂ- All contents of the document will be encrypted and search engines will not be able to access the document's metadata.

[] Require a password to open the document

Document Open Password: ---- Mot Rated

ﬂ- Mo password will be required to open this document.

Permissions

[ Restrict editing and printing of the document. A password will be required in order to change these permission settings.

Change Permissions Password: ---- Not Rated

High Resolution

Any except extracting pages
Enable copying of text, images, and other content

Enable text access for screen reader devices for the visually impaired

0K ] l Cancel

In the Compatibility section, you need to determine if the people you will be sharing this document with
will have an older or newer version of Acrobat. Some older computers may still have Acrobat 7 for
example if they have an old Operating System. If you know you will only be sharing with people that
have up to date equipment, then you could go higher on the compatibility version. The higher the
version number (newer Acrobat Program) -- the better the security. Choose what you want to encrypt. If
it is very important to encrypt (protect) all the information, then be sure to choose Encrypt All
Document Contents.

The highest security will be applied if you Require a Password to Open. For anyone to open the
document at all, they would have to have the password.

The next level of security would be Permissions. This level of security lets you decide if you want the
person viewing your document to be able to copy, print or change your document. One common setting
of Permissions is to only allow Changes of Filling in Forms and signing existing Signature fields.

If you do not want to allow copying of text or images make sure the Enable copying of text, images, and
other content check box is unchecked. Leave the last check box, Enable text access for screen reader
devices for the visually impaired, checked for accessibility. When you set Permissions, Acrobat will tell
you that there are third party programs that may be able to get through Permissions Security. But under
normal conditions these permissions will be in effect. The idea is that only people with the Permissions
password will be able to make changes.
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Signatures
A digital signature, like a conventional handwritten signature, identifies a person or entity signing a

document. Unlike traditional signatures, however, each digital signature stores information “behind the
scenes” about the person signing and about the exact state of the document when it was signed. Once a
document is signed, any changes made since the signing are recorded in the Signatures palette. You can
track changes made between signings using the Signatures pane in the Navigation Bar or by comparing
signed versions of the document.

[ axd.pd - Adobe Acrcbet O v e S T T T T™

File Edit View Window Help

@Createv ‘u@@‘@@@DlED

SEInkl CIEEasll: =

l@ Signed and all signatures are valid.

[

Signatures |

_|_| (=R Validate All
=% Rev. 1: Signed by Scott Young <scottyoung@ufledu>

Signature is valid:

Document has not been modified since this signat S CO tt YO u n g

Llﬂ Signed by the current user

Signing time is from the clock on the signer's compg - -
UF [FLORIDA o

Signature Details
Last Checked: 2012.01.17 12:16:13 -05'00°

Field: Signature? on page 12 1 1 : 5 9 : 2 8
Click to view this version
05'00°

b

&

This is a picture of a digitally signed document and the Signature pane. It tells when and by whom the
document was signed. If there were changes made after it was signed it would note that as well. If a true
digital signature is created, there is a public and a private key. You would send the public key to whoever
was to receive your signed document. Then when they got the signed document it would look at the
public key and make sure everything matched and would say it was a good signature.

Bookmarks (5 Acrobat PDFMaker (|
Automatically from Word T I —
When you create a PDF document you have Bookmark Options
the ability to have bookmarks in your [3] Convert Word Headings to Bookmarks
document. The bookmarks are links to areas [T Convert Word Stes to Bookmiarke
. [ Convert Word Bookmarks
in your document. So, for example you could
. Element Type Bookmark  Level -
have a bookmark for each chapter heading or N ending g 1 e
sub-heading. If your document was created in %:eajﬁngi :Eajﬁng % i i
=neadng eading
Word and you used styles with Heading 1, “=Heading 4 Heading % 4
. “=Heading 5 Headin 5
Heading 2, etc., Acrobat can create the EHoadng 6 Honding = 5
bookmarks for you automatically. When you e i % .
“=Heading 9 Heading | 9
start to create the PDF, go to the Acrobat Tab T Eotom Tt e = ;
in Word 2007 (the Adobe PDF menu option in %g;h"f?;hv gﬂe E !
Word 2003 and earlier). Click on Preferences €] Body Tet Ste 0 1
. . 0 Brche Tad 7 Chia — 1
(Change Conversion Settings). On the
Bookmarks tab, make sure the Convert Word
Headings to Bookmarks is checked and there
are checkmarks in the bookmark section for
Headings. OK__J[ Concel [ b
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Creating Bookmarks in Acrobat

. Bookmarks [1]
If your document was created in other ways and

= | O

you want to add Bookmarks you can do that also.
Or if you want to add Bookmarks in places other

Ei e &
[P E’Getting Started

than Headings you can do that as well. g/ P PDF Documents
e Choose the Bookmark icon in the v g Creating PDF Documents from Originating
Navigation pane. T Applications
e Navigate to the spot where you want the w Iﬁeri‘dobe T S BT e
bookmark in your document. niertace
[P Toolbars
e Click on the New Bookmark icon. The new P,
bookmark will be placed below the P Navigation Pane
currently selected bookmark.
4 s Creating PDF Documents from within
e Name the bookmark. Acrobat

e Right-click and choose Set Destination. [ security
iy Signatures
=P Bookmarks
g Automatically from Word

g Creating Bookmarks in Acrobat

for 1}

Bookmarks can also be rearranged by clicking and
dragging within the bookmark pane.

Working with Pages
Even though the PDF documents are really supposed to be a finished product, there is a lot of flexibility
in an Acrobat PDF document.

The pages in the document can be reordered in the Page Thumbnails pane of the Navigation bar by
clicking and dragging the page thumbnail to the new location.

The Pages pane lets you delete a selected page, by selecting the thumbnail (click on the thumbnail —
Ctrl+click to select more than one page) then clicking on the trashcan button.

The Options menu shows many of the Page options such as: Insert Pages, Extract Pages, Replace Pages,
Delete Pages, etc. Directly from this view, you can crop or rotate your pages as well as set page
transitions which can be seen when your PDF is viewed in full screen mode.

Inserting pages allows you to insert pages from other files.

Replace pages allows you to delete an existing page and replace it with a new page.

Extract files allows you to take part of the document out and create a new file with it. When extracting
you can delete the extracted pages or leave them intact in the original file.

Deleted pages are permanently removed from your document.
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Editing Text and Images — Content Pane E-

» Pages

The Advanced Editing toolbar can be accessed in several ways. v Content

From the View menu options choose toolbars and click on the
Advanced Editing toolbar. From the Tools menu option, choose [:P Add Bookmark
Advanced Editing and you can then choose a tool or choose to P _

show the toolbar. From a right-click in an empty toolbar area, & AtachaFie
choose Advanced Editing. Edit Text & Objects

Edit Text & Objects T] Edit Document Text

e Edit Document Text—Allows you to select and edit text in I} Edit Object

your document.
@j Add or Edit Text Box
e Edit Object—Allows you to select and edit objects in your

document. Add or Edit Interactive Object
e Add or Edit Text Box—Allows you to select and edit text ﬁ Link

boxes in your document.

Button
Add or Edit Interactive Object Multimedia -

o Link—Creates a hyperlink to another page in your E Select Object

document, another file, or a web page.

» Forms

e Button—Create an interactive push button.

» Action Wizard

e  Multimedia—Allows you to add sound or video. =
» Recognize Text

e Select Object—Allows you to see all links and form fields. » Protection

» Sign & Certify

Editing Text

Once you have chosen the Edit Document Text Tool you can edit the text in the document. Select the
text by clicking and dragging with the Touchup Text Tool. You can correct spelling errors fairly easily. To
delete words or add words is a little more difficult depending on the space you have available. The text
does not flow from page to page as it does in typical word processing applications. And if you move text,
images or other objects do not move with it. For example if you have added a hyperlink to an area of
text and you move the text you will also have to go back and move the hyperlink. A hyperlink is
considered an object.

Editing Objects

To change objects such as images choose the Edit Object Tool. You then have the option of clicking on
the object and dragging to move or to click on it to select it and delete with the delete key on your
keyboard or select and right-click for several more options such as rotate or flip. Again, remember that
deleted an image does not make the text flow to fill in the empty space.

Comment and Markup
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Comment and Markup

PDF documents can be sent to others for review or comments.

The Comment Pane can be accessed Clicking Comment in the toolbar
The Sticky Note tool will allow you to add a note to the document just as
if you were placing a real sticky note paper on the page. Choose the tool
and then click on the document where you want to put the note. It puts
a small icon on the page at that point and opens up a box to write in.

-__-_"‘N—-_

& - thorrell

12/16/2011 4:52:27 PM

Here is where Tll type my comments.|

When you hover over the small icon it will show what was written and
by whom. Or you can click on the icon to open the box up again. The
Properties menu in the Options drop down will allow you to change the
color of the note, the style of the small icon, author information, etc.

Text Edits

Tools Comment Share

Elx

¥ Annotations

SR A @ &
. 5% 2 T B

v Drawing Markups

1B == OO
QORI P

¥ Review

@ Send for Shared Review
Send for Email Review
@ Collaborate Live...

E Track Reviews...

v Comments List (0)

[ Find | 8- @- B2-

This document has no comments.

There are two ways to edit text in Acrobat Pro. First you can use the Selection tool for text and objects
in the tool bar. After clicking on the text you want to edit you can make the needed changes. These
changes are view able in the Comments List under the Comment Pane. You can also right-click on the

selected text to highlight the text or cross it out.

Secondly you can choose Edit Document Text in the Content menu in the Tools Pane. Changing the text
in this manner leaves no trail in the Comments List under the Comment Pane.
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Creating Headers and Footers
From the Tools Pane choose Pages and then Header and Footer then Add, Update or Remove to open
this dialog box.

From this dialog box you can add headers and/or footers. Click in the section you want the particular
information (ie: date, page numbers, dept info or hyperlinks) Before adding page numbers or dates,
choose Page Number and Date Format to choose the way you want those items formatted. For example
page numbers could be just 1,2,3 or Page # of Number of pages. Dates could be mm/dd/yyyy or mm/dd
or mm/yy. There are several formats to choose from. If you rearrange, add, delete or insert pages you
will need to update the headers and footers to correct the page numbers.

Add Header and Footer x|

Delete | Sawe Sethings. .. |

Saved Settings: ||y a=miEs )

Font Matgin (Inches)

Marne: I.ﬂrial j Size: IB j El !l Top: ID.S ﬂ Baktorn: ID.S ﬂ

Appearance Options. .. Lefk: |1 ﬂ Right: |1 ﬂ

Left Header Text Center Header Text Right Header Text
Left Footer Text Center Fooker Text Right Footer Text
Insert Page Mumber | Insert Date Page Mumber and Date Format. ..
~ Preview
Preview Page |1 j: of 1 Page Range Opkions...
| |
I I
1 1
I I
____________ gy AU
|
i
]
1
]
1
1
1
]
1
]
1

I
|
i test

Help | oK Cancel

Page 17



